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CENTRA L INT ELLIGENCE GROUP 
AnMlIfSTOATIVE 'IN STRUCTION 

C.I.fi. 


STATINTL 


PROCEDURE EOR OBTAINING PROPERTY CLEARANCE 


I. Policy 

No employee, including members of the Armed Services, terminated by 
or transferring out of C*I.G. shall be given final clearance and/or final 
salary payment until all monies or property (including GIG entrance 
credentials) that may have been advanced or assigned to him have been returnee 
or properly accounted for 0 


2 * . Responsibility 

ao It shall be the responsibility of each enployee leaving the Central 
Intelligence Group to have Property Clearance Sheet, Form No, 36-20 
completed prior to departure from the agency. Tje Form No. 36-20 
■ *1*111 be obtained from the appropriate civilian or military unit of 
f the Personnel Division as close to date of departure as possible, 

j; . ■ ' . ' . ■ ' ■ 

p. ■ but allowing sufficient time to visit the necessary offices, and 

I mil be completed in accordance with the instructions contained 

therein,. 

i bo It shall be the responsibility of each office, branch, or division 

I ' ■ ' • . . 

j to ascertain that any money or property ivhich may have been assigned 

\ to the individual has been returned or properly accounted for before 

j 

granting clearance If t he individual has no indebtedness and has 

•; ■ . : '■ : ■ . 

j no property charged to him, Form No, 36-20 will be signed, thus 

; indicating clearance. If the individual is indebted or has property 

I charged to him, clearance will not be made until the indebtedness is 

liquidated or the property returneda 

t EFFECTIVE §0 JUNE 1947 GIG ADMINISTRATIVE ORDERS WILL REMAIN IN FORCE UNTIL 
, \\ CANCELLED O R SUPERS EDED 

RENUMBERED PER CIA GENERAL ORDER STATINTL 


t 
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a - It shall be the rrfc.pMUi-lbLl.ity of tho appropriate pay roll or 

military unit to aacortain that the Froperty Clearance Sheet has 
boon completed prior to ■ releasing the final salary payment. 

Jlxc option 

in tho event circumstances prevent the individual from having the 
Property Clearance Sheet completed prior to departure, his final salary 
payment vail be withhold until it has been determined that he is not 
indebted to the government* Any CIG office, bianch, or division is possessioi 
cf information regarding the indebtedness of an individual vd 11 advise tho 
appr.cn r late division of tho Personnel and Administrative Pranch of the proper 
money , or other material with which the individual is charged and which has r 
been returned, Uhoro the indebtedness is in connection with the acccuntabili’ 
or responsibility for property, the matter will be -referred to the Property 
Control Section, Services Divirion, Personnel and Administrative Branch, who 
in turn will investigate and prepare a report for a Survey Board to be appoin* 
by the rirector, which will determine the monetary value of the property and 
the action V be taken against the individual concerned.. Upon a finding by 
the Survey Board a report will be made through the Property Control Section 
to tho Payroll Unit/ Finance Division, Personnel and Administrative Branch, 
whore a claim will be filed against any funds found to "be due the individual 
concerned and collection will be made in accordance with existing lews and 
rog'uat.ions, V/har. military pens onnel are involved in connection with the los- 
or destruction of property, such cases will bo handled in accordance with 

A -my Rpg.aa«on 3^1-0. STATINTL 

FOR. THE DIRBvlTOR 0? CFFT.rllL INTPI-LIGE^ICB” 

Colonel . ACrL 

Executive for Personnel and AcMnistration 


- 2 - 
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STATINTL 


CKNTnAL TNTKLUOK NCK QUOIT? 

C . UO STATINTL 

pwc miKB r un onv .u Niim rngrgm clruuncb 


1. Policy 

employee, Including monbora or the Armed Sorvicon, terminated by 
or transferring out of £• 1,0, shall ho given final clearance and/or final 
oolnry piaymont until all monies or property (including CIO entrance 
credentials) that may have boon advanced or Assigned to him have boon rotumed 
or properly acoountod for# 


2 ' * Hoapona ibilit y 

■ It nival! bo tho responsibility of oaoh on^loyoe leaving t ho Central 
Intelligence Orcun to havo Property Clearance Shoot, Fom No, 36-20 
completed prior to departure from tho agonoy, TJe Form No, 36*20 
will bo obtained from tho appropriate civilian or militate unit of 
the Personnel Division a a uloao to date of departure as possible, 
but allowing suffloiont time to visit the necessary offices, and 
will be comp lo tod in accordance vdth tho instructions containod 
therein • 

h* It rha)l be the responsibility of each office, branch, or division 
to ascertain that any mocoy or property whioh may have been assigned 
to tho individual nn« boon returned or properly accounted for before 
granting clearance. If tho individual has no indebtedness and has 
no property ohargod to him. form IJo, J6-20 will bo signed, thus 
indioAting olosrsnoo. If tho individual is indebted or has property 
charged to him, clearanoo will not bo ms.do until tho indobtedness it 
liquidated ortho property returned. 


t 
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It nh.nl i bo tiio mr.-ponf “’til!;; of Uui appropriate pay roll or 
military unit to ascertain thnt. the Tropurty Clearance Lhoet has 
boon complutucl prior to releasing the final salary payment# 

3. Rxooption 

In tho event circumstances proven t tho Individual from having tho 
Property Clearance Shoot, completed prior to departure, his final salary 
'payment will bo withhold until it hno boon determined that ho is not 
indebted to tho government. Any CIO offico, branch, or division io potisossior 
of information regarding tho indebtedness of an individual trill ndvino tho 
appropriate division of tho Porronnol and Administrative Branch of tho propor 
money, or other material trith which tho individual la charged and which haa n 
boon returned* \/horo tho indebtedness la in connoction with tho account abi 11 1 
or rorponalbility for proporiy, tho matter will bo referred to tho Property 
Control Section, Service* Division, Poraonnol and Adainistrativ© Branch, who 
in turn will investigate and prepare a report for a Survey Board to be appoint 
by tho Director, whioh will dotormino tho monetary valuo of tho property aid 
tho action to bo takon against tho individual concerned. Upon a finding by 
the Survey Poard a report will bo modo through tho Property Control Section 
to tho Payroll Uhit, Finance Division, Poraonnol and Administrative Branch, 
where a claim will bo filod against any funds found to be duo tho individual 
cone a mod and collection will bo made in accordance with oxisting law* and 
regulations Y/hon military personnel are involvod in connoction with tho lost 
or destruction of property, such eases will bo handled in accordance with 
Army Regulation 35 - 66 l 40 t 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE i STATINTL 


Colonel , AQL 

Executive for Personnel and acfcalnist ration 


- 3 - 
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S December 1946 ' 

CE NTRAL INTELLIGENCE GftOUP 
C.IiG. ADMINISte A T ITO ORDER J 
PROCEDURE FOB OBTAINING PROPERTY CLEAR ANCE STATINTL 

1 • Policy 

No employee, including members of the Armed Services, terminated by 
or transferring out of C. l.O. shall be given final clearance and/or final 
salary payment until all monies or property (including C1G entrance 
credentials) that may have been advanced or assigned to him have boen 
returned or properly accounted for. 

2 . Responsibility 

a. It shall be the responsibility of each employee leaving the 
Central Intelligence Group to have Property Clearance Sheet, 

Form No. 36-20 completed prior to departure from the agency. The 
Form No. 36-20 will be obtained from the appropriate civilian or 
military unit of the Personnel Division as close to date of 
departure as possible, but allowing sufficient time to visit the 
necessary offices, and will be completed in accordance with the 
instructions contained therein, 
b. It shall be the responsibility of each office, branch, or 

division to ascertain that any money or property which may have 
been assigned to the individual has been returned or properly 
accounted for before granting clearance. If the individual has no 
indebtedness and has no property charged to him Form No. 36-20 
will be signed, thus indicating clearance. If the individual is 
indebted or has property charged to him, clearance will not be 
made until the indebtedness is liquidated or the property returned. 



STATINTL 
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o. It shall be the responsibility of the appropriate pay roll or 

military unit to ascertain that the Property Ci anrance Sheet has 
been completed prior to releasing the final salary payment. 

3 • Exception 

In the event circumstances prevent the individual from having the 
Property Clearance Sheet completed prior to departure, Mb final salary 
payment will be withheld until it has been determined that he is not 
indebted to the government. Any CIO office, branch, or division is 
possession of information regarding the indebtedness of an individual will 
advise the appropriate division of the Personnel and Administrative Branch 

of the property moyoy, or other material- With\whichuth6' . individual -is-. 

charged -and which has not been returned. Where the indebtedness is in 
connection with the accountability or responsibility for property, the 
matter will be referred to the Property Control Section, Services Division, 
Personnel and Administrative Branch, who in turn will investigate and pre- 
pare a report for a Survey Board to be appointed by the Director, which will 
determine the monetary value of the property and the action to be taken 
against the individual concerned. Upon a finding by the Survey Board a 
report will be made through .the Property Control Section to the Payroll Unit, 
Finance Division, personnel and ~ dministrative Brance, where a claim will 
be filed against any funds found to be due the individual concerned and 
collection will be made in accordance with existing laws and regulations. 

When military personnel are involved in connection with the loss or 
destruction of property, such cases will be handled in accordance with 
Army Begulation 35-66^0. 

FOB THE DIRECT 0B OF CENTRAL INTELLIGENCE: STATINTL 



Colonel, AGD 

Executive for Personnel and Administration 



f 
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ftGr£$/CY 

CENTRAL INTBLLIGSNCB^aiettP 


c.i.Q r Am iwismTivisijiw^jTOjP 

PROCEDURE FOR OBTAINING PROPERTY CLE 


lr Policy 




No employee, including mefabtyrs of>bb'e Armed Se 


) STATINTL 


STATINTL 


or transferring out of C*I«© shall, be- gwe^finaji 

salary payment until all monies or property (incwdin^IpfentrSc^^^ 
credentials ) that may -have been advanced or assigned to him have been returned 
or properly accounted fore 


22', Responsibility 


a f < It shell be the responsibility of each employee leaving the Central 


Intelligence have Property Clearance Sheet, Form No, 36-20 

completed prior to departure from the agency, T^e Form No 0 36-2(5 
Till be obtained from the appropriate civilian or military 7- unit of 
the Personnel Division as cic'se to date of departure as possible, 
but allowing sufficient, time to visit the necessary 7- offices, and 
vdll be completed in accordance with the instructions contained 
therein,. 

o. It shall be the responsibility of each office^ branch* or division 
■ sc • ascertain that any money or property which may have been assigned 
uc the individual ims been returned, or properly accounted for before 


granting clearance -. If he individual has no indebtedness and h 1 
no property charged to him. Form No, 36-20 will be signed,, 
indicating clearance. -If .the -.individual, is indebted or has p 
charged t o him, clearance vd.ll not be made until the indebtedness 
liquidated or the property returned- 
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c It shall bo the responsibility of the appropriate pay roll or 

military unit to ascertain that the Froperty Clearance Sheet has 
been completed prior to releasing the final salary payment. 

3 *> Exception 

In the event circumstances prevent the individual from having the 
Property Clearance Sheet completed prior to departure, his final salary 
payment vd.ll be withheld until it has been determined that he is not 
indebted to the government. Any Off- office, branch, or division is possessio; 
cf informatn on regarding the indebtedness of an individual will advise the 
appropriate division of the Personnel and Administrative Branch of the proper 
money., or other material with which the individual is charged and which has u 
been returned o Whore the indebtedness is in connection with the accountably- 
or responsibility for property, the matter will be referred to the Property 
Control Section, Services Division, Personnel and Administrative Branch, who 
in turn will investigate and prepare a report for a Survey Board to-be appoin' 
by the Director, -which will determine the monetary value of the property and 
the action cc be taken against the individual concerned?) Upon a finding by 
the Survey Beard a report will be made through the Fropertv Control Section 
to the Payroll Unit, Finance Division, Personnel and Administrative Branch, 
where a claim -will be filed against any funds found to be due the individual 
concerned ana collection will be made in accordance with existing laws and 
regulations • i/hen military personnel are involved in connection with the lost 
or destruction of property, such cases mil oe handled in accordance with 
Army Regulation 35^661*0. 

STATINTL 

FOR THE DIRECTOR OF CENTRAL INTH.L'uIG'SMCE : 



Colonel, AGD 
Executive for Personnel and Administration 


- 2 - 
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STATINTL 

STATINTL 




STATINTL 


CENTRAL INTELLI PENCE GROUP 
G .I .G. ADMINISTRAitVE ORDER 
PROCEDURE FOR OBTAINING PROPERTY CLEARANCE 




(T 




% 


STATINTL 


1 • Poll oy 

No employee, including members of the Armed Sorvioes, teminatS*; 
or transferring out of ^^fflni . a^ n shall be given final clearance and/or 
final salary payment until all monies or property (including Cl G entrance 
credentials) that may have been advanced or assigned to him have been returned 


or properly accounted for, 

2. Responsibility 

a. It shall be the responsibility of each employee leaving the Central 
Intelligence Group to have Property Clearance Sheet, Form No. 36-20 
completed prior to departure from the agency. The Form No. 36-20 
will be obtained from the appropriate civilian or military unit of 


the Personnel Division as close to date of departure as possible 
but allowing sufficient time to visit the necessary offices, and 

will be completed in accordance with the instructions contained 
therein. 


b. It shall be the responsibility of each office, branch, or division 
to ascertain that any money or property which may have been assigned 
to the individual has been returned or properly accounted for before 
granting clearance. If the individual has no indebtedness and has 
no property charged to him. Form No. 36-20 will be signed, thus 
indicating clearance. If the individual is indebted or has property- 
charged to him, clearance will not be made until the indebtedness is 
liquidated or the property returned. 
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o. It shall be the responsibility of the appropriate pay roll or 
military unit to ascertain that tho Property Clearance Sheet has 
been completed prior to releasing the final salary payment. 

Exoepti on 

In the event circumstances prevent the individual from having the 
Property Clearance Sheet completed prior to departure, his final salary 
payment will be withheld until it has been determined that he is not 
indebted to the government. Any CIG office, branch, or division in possession 
of information regarding the indebtedness of an individual will advise the 
appropriate division of the Personnel and Administrative Branch of the property, 
money, or other material with which the individual is charged and whioh has not 
been returned. Where the indebtedness is in connection with the accountability 
or responsibility for property, the matter will be referred to the Property 
Control Section, Services Division, Personnel and Administrative Branch, who 
in turn will investigate and prepare a report for a Survey Board to be appointed 
by the Director, which will determine the monetary value of the property and 
the action to be taken against the individual concerned. Upon a finding by 
the Survey Board a report will be made throu$a the Property Control Section 
to the Payroll Unit, Finance Division, Personnel and Administrative Branch, 
where a claim will be filed against any funds found to be due the individual 
concerned and collection will be made in accordance with existing laws and 
regulations. When military personnel are involved in connection with the loss 
or destruction of property, such cases will be handled in accordance with 
Army Regulation 35-6640. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


STATINTL 





Executive for Personnel and Administration 
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Office Memorandum • united states government 




TO : Executive for Personnel and Administration 
from : Chief, Finance Division 
SUBJECT: Proposed Procedure Issuance 


DATE: 7 November I9I4.6 


^ 0ri | inal and one c °py of a proposed Administrative 
0 der entitled Procedure for Obtaining Property Clearance". This draft 
a " d , the Property Clearance Sheet Form 36-20, an illustrative coov 
of which is attached, has been checked with and cleared by the Personnel 

unitI‘ L oonoernSr >3r Fl5Cal and Speclal Funds Secti ° ns and the other 

Ssfaotn^J^r tte attaohed draft order and if you consider it 
fnv U y ? lb t Se reproduced and released. This office will arrange 

vour t aDorovL° d of t +h n • 1 °™ “°‘ 36-20 as soon as we are fldvis ed of ItATINTL 

your approval of the instruction. 


STATINTL 



| /Chxst . (QAdLtsij 





STATINTL 



r to Tine armv rarula'Hnn 

and the r draft th6 fl inf, -' rUOti0n haS * oen ma &> as suggest 
and the draft order is returned herewith. & 


STATINTL 




f 
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CIG ADMINISTRATIVE ORDER NO*.,, 
PROCEDURE FOR OBTAINING PROPERTY CLEARANCE 


1* Policy 

No employee, including members of the Armed Services, terminating from 
or transferring out of this organization shall be given final clearance and/or 
final salary payment until all monies or property (including CIG entrance 
credentials) that may have been advanced or assigned to him havo been returned 
or properly accounted for# 

2. Responsibility 

a* It shall be the responsibility of each employee leaving the Central 
Intelligence Group to have Property Clearance Sheet, Form No. 36-20 
oompleted prior to departure from the agency. The Form No. 36-20 
will be obtained from the appropriate civilian or military unit of 
the Personnel Division as close to date of departure as possible, 
but allowing sufficient time to visit the necessary offices, and 
will be completed in accordance with the instructions contained 
therein* 

b. It shall be the responsibility of each office, branch, or division 
to ascertain that any money or property which may have been assigned 
to the individual has been returned or properly accounted for before 
granting olearanoe. If the individual has no indebtedness and has 
no property charged to him. Form No. 36-20 will be signed, thus 
indicating clearance. If the individual is indebted or has property 
charged to him, clearance will not be made until the indebtedness is 
liquidated or the property returned. 


3. 


o. It shall be the responsibility of the appropriate pay roll or 
military unit to ascertain thst the Property Clearance Sheet has 
been completed prior to releasing the final salary payment. 

Exception 


In the event oiroumstanoes prevent the individual from having the 
Property Clearanoe Sheet oompleted prior to departure, his final salary 
payment will be withheld until it has been determined that he is not 
indebted to the government. x Any office, branch or division holding an 
indebtedness against the individual will order the return of the property 
or payment therefor. If the property or money is not returned within 30 
days after an individual has /left the agency and has been contacted, a 
survey board will arrive at the, monetary value of the item, and a report 
thereof will be forwarded to the, Pay Roll Unit concerned, where a claim 
will be filed against any monies found due the individual or deducted 
from his final pay, as law and regulations permit, (claims against 
military personnel for loss or destruction of property will be made in 
accordance with AR 35-6640). V 
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CENTRAL INTELLIGENCE GROUP 
Cl 0 ADM1 N I STRAY X VE ORDER 
PROCEDURE FOR OBTAINING PROPERTY CLEARANCE 


1. Polloy 

No employee, including members of the Amod Services, terminating from 
or transferring out of this organisation shall be given final clearance and/or 
final salary payment until all monies or property (including GIG entranoe 
credentials) that may have boon advanoed or assigned to him have been returned 
or proper ly accounted for* 


Responsibility 


a. It shall bo the responsibility of each employee leaving the Central 
Intelligence Croup to have Property Clearance Sheet, Form No* 36-20 
completed prior to departure from the agenoy. The Form No. 36-20 
will be obtained from the appropriate civilian or military unit of 
tho Personnel Division as close to date of departure as possible, 
but allowing sufficient time to visit the necessary offices, and 
will be completed in accordance with the instructions contained 
therein* 


b. It shall be the responsibility of each office, branoh, or division 
to ascertain that any money or property which may huv© boon assigned 
to the individual has been returned or properly accounted for before 
granting clearance. If the individual has no indebtedness and has 
no property charged to him. Form No. 36-20 will be signed, thus 
indicating cloaranco. If the individual is indebted or has property 
charged to him, clearance will not be made until the indebtedness is 
liquidated or the property returned* 


o. It shall be the responsibility of the appropriate pay roll or 
military unit to ascertain that the Property Clearance Sheet has 
been completed prior to releasing the final salary payment# 

3* Exception 

In tho event circumstances prevent the individual from having the 
Property Clearance Sheet completed prior to departure, hi 3 final salary 
payment will be withhold until it has been determined that ho is not 
indebted to the government. Any office, branoh or division holding an 
indebtedness against the individual will order the return of the property 
or payment therefor# If the property or money is not returned within 30 
days after an individual has left the agency and has been contacted, a 
survey board will arrive at the monetary value of the item, and a report 
thereof will be forwarded to the Pay Roll Unit concerned, where a olaia 
will bo filed against any monies found due the individual or deducted 
from his final pay, as law and regulations permit. (Claims against 
military personnel for loss or destruction property will be made in 
accordance with AR 35-6640). 
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2 rm smbor 

CMmX INTE LLIGE NCE GROUP 
C , I . G : ADMINISTRATIVE ORDER 
PROCEDURE FOR OBTAINING PROPERTY CLEARANCE 


) 


STATINTL 


1. Policy 

No employee, including members of the Armed Services, terminated by 
or transferring out of Col. G. shall be givon final clearance and/or final 
salary payment until all monies or property (including OIG entrance 
credentials) that may have been advanced or assigned to him have been returnee 
or properly accounted for* 




i 



2*C. Responsibility 

■at* It shall be the responsibility of each employee leaving the Central 
Intelligence Group to have Property Clearance Sheet, Form No, 36-20 
completed prior to departure from the agency. Tje Form No. 36-20 
will be obtained from the appropriate civilian or military unit of 
the Personnel Division as close to date of departure as possible, 
but allowing sufficient time to visit the necessary offices, and 
will be completed in accordance with the instructions contained 
therein. 

be It shall be the responsibility of each office, branch, or division 
to ascertain that any money or property which may have been assigned 
to the individual has been returned or properly accounted for before 
granting clearance < If the individual has no indebtedness and has 
no property charged to him, Form No, 36-20 will be signed, thus 
indicating clearance. If the individual is indebted or has property 
charged t o him, clearance will not be made until the indebtedness is 
liquidated or the property returned^ 
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o. it shall bo Ihe racponf/l VLL Iby-.cf the appropriate, pay roll or 

military unit to ascertain that the Property . Clearance- Sheet has 
boon completed prior to releasing the final salary payment. 

3< Exception 

in the event circumstances prevent the individual from having t he 
Property Clearance Sheet completed prior to departure, his final salary 
payment will be withheld until it has been determined that he is not 
rndeb.ed to the government, .diy CIG office, branch, or division is possessioi 
cf information regarding the indebtedness of an individual will advise the 
appropriate -division of the Personnel and Administrative Branch of the prone v- 
money, or other material with which the individual is charged and which has n 
been returned. ’.There the indebtedness is in oonnecto.on with the accountabi'Li- 
or resnonsifc.i.lit;' for property ■/ the matter will be referred to the Property 
Control Section, Services Division, Personnel and Administrative Branch, who 
in turn will investigate and prepare a report for a Survey Board to be appoint 
by the '.'A rooter, which will determine the monetary value of the property and 
the ad i on he be taken against the individual concerned. Upon a finding by 
the Survey board a report will be made through the Property Control Section 
to the Payroll Unit, Finance Division, Personnel and Administrative Branch, 
where r. claim vdll bo filed against any funds found to be due the individual 
concerned and collection will be made in accordance with existing lews and 
regulations iVhen military pen. sonnel are involved in connection with the los; 
o- destruction cf property, such cases vdll bo handled in accordance with 
Army liegnlat 1 on 

STATINTL 

I'O'd THE DIRECTOR 0? CEI’TAAIi INTELLIGENCE - 



Colvnoli, AGL 

Executive for Personnel and administration 

- 2 - 





2 . 2 . November 19)46 
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' SECRET 


QFI-’TRA L INTELLIGENCE GROUP 
C.I.G. ADMINISTRATIVE ORDER ■ 


COPY NO. 63 




,3'i i <• ■S-*'- A //I -■ '/j'l h 



I9I1.6, 


1. Reference CIO organization chart dated 22 November 


2 , The nano of the "Commercial Contacts Branch" of the 
Office of Operations is changed, effective this date, to the "Contact Branch" , 
ii.ll organization charts or other records in this connection should bo changed 
accordingly. 

FOR. THE DIRECTOR OF CENTRAL INTELLIGENCE: 


25X1 A 



Colonel, CAC 
Executive, for Personnel and '..dirini strati on 


l 


i 

I 

f 


RESCINDED PER CIA 



25X1 A 


EFFECTIVE 30 JUNE-1947 CIG ADMINISTRATIVE ORDERS 

CANCELLED OR SUPERSEDED 


WILL REMAIN IN FORCE UNTIL 



SECRET 






♦ 
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